UNCLASSIFIED

Creating Press Releases

1. Navigate fo Unit
Create Page

3. Enter meta data

= Title

= Story Date

= Date Line

= Unit

= POC

= POC Address

= POC Phone Number
Enter Content
Add Hyperlinks
Enter Order Type
Select Categories and Tags
Enter Story Promotion information
Enter Publishing Dates
Check in to Share Draft for review
Submit for Approval
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Navigating to Unit for Press Release

MARINES

THE FEW. THE PROUD.

Home | Mews ™ |Un'rt5 ~l | Recruiting ¥ | Training & Education = | Career * | Marine Services ¥ | In the Community ~ Search

OPERATIONAL NEWS

CALL TO SERVICE
A Message from the
Commandant of the
Marine Corps -- Cur
Naticn is at war - our
Corps is at war...

Re-enlist

Active Duty

Volunteer for Duty

Resarve Press Releases =
Retired i

Join the Corps

Contact & Recruiter

Find a Recruiting Station
Retirees

CMC's Massaqgs

FEATURES

Medal of Honor Leaders Guide Join the Corps

Cpl. Jason L. Dunham,
first Long War Marine to
receive Medal of Honor

+ About the Medal of
Honor

+ Marine Recipients
* The Gift of Valor

Designed to provide guidance
and tools to leaders on what to
look for, what to do and
=pecific resources for helping
Marines.

LEADERS GUIDE

Meamaging Mavines I Distress

|E| Marines.com
You'll

train harder than you
thought possible but if
you succeed you'll
become part of the proud
tradition of those who
serve as Marines. Take
the challenge at
Marines.com
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Selecting Unit for Press Release

I
1b. Select Unit clcome Gessner ekt / /i Actions
@'MARINES
v THE FEW. THE PROUD.
Home | Mews ™ | Units ¥ | Recruiing = | Training & Education = | Career ™ | Marine Services * | In the Community ™ Search
e = Units Add Link to Site
View All Site
Content
o Unit Type Alphabetically
I Unit Directory « Artillery . AC
Headquarters = Aviation = H-N
Marine Corps * Baszes and Stations = Arizona " O-T
= Detachments = California = U-Z
= Divisions = District of Columbia = 0-9
> L Expeditionary Units_} = Europe
» Headquarters Agency = Florida
= Infantry Units = Georgia
* Marine Logistics Group = Hawaii
= Marine Forces = Irag
= Recruiting Districts = Japan
* Reserves = Kentucky
= Training/Schools = Korea
= Other Elements = Louisiana
= Maryland
= Missouri
= Nebraska
= New York
= North Carclina
= Oklahoma
= Rhode Island
= Sguth Carclina
= Texas
= \irginia
Offical U.5. Marine Corps Web Site News organizations can contact our media office See all RS5 Feads Sitemap
@ (702} 614-4309 for more information Legal Advisories Contact U=
Copyright 2006, All Rights Reserved
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Creating Page for Press Release

1c. Click Unit from list of links

-

THE FEW. THE PROUD.

Home | Mews ™ Recruiting ™

Unit Type :

Expeditionary Units

Units Training & Education ™ | Career ™ | Marine Services = | In the Community ™ Search
Home Create Site Add Link to Site
View All Site Unit Directory: Results
Content
Lists 3 Sortby Title | Sort by Url

II MEF
http:/fusmcdemoau Linforeliance. com units/marforcom fimef

N
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2a. Create Page by Clicking Site Actions

Creating Page for Press Release

Home | MNews ~

Units

NMARINES

THE FEW. THE PROUD.

Recruiting = | Training & Education ™ | Career ™ | Marine Services ™ | In the Community ¥

View &ll Site

Press Releases

Unit Site Home

Artillery Article

Photos samshowingushowtodoit
Links Test News

3/10 artillery fires owver New River2
POC

Fledging Allegiance: Service members talke oath of U.5. Citizenship

Parenthood instills vital traite in 1=t CEB Marine
2nd LAR lends helping hand to Iragis

=

€

Edit Page
Change the content and Web Farts
on this page.

Create Page
Creats a page in this site,

Create Site
Add & new site under this site.

show Page Editing Toolbar
Display the page status and editing
options for this page.

View All Site Content
View all libraries and lists in this site.

View Reports
View reports on documents, pages
and tasks.

Content
Site Settings

II MEF Manage site settings on this site.

- - Manage Content and Structure

Mission Reorganize content and structure in
this site collection.

News

Units FEATURED 228 =

MARINES.COM

NOTE: Site Actions will vary
depending on your permissions

—
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Creating Page for Press Release

- - -
—— [Edit Page
\ f Change the content and Web Parts
MARINES 7 onthi page.
THE FEW. THE FPROUD.
> 3 Create Page
I J Create a page in this site.

. o s : : " " Create Sil
Home | MWews = | Units | Recruiting ~ | Training & Education = | Career ¥ | Marine Services = | In the Community ™ ﬁ% A0 3 now site under this site.

Show Page Editing Toolbar
Display the page status and editing
options for this page.

Home = Units View All Site Content
=S| | view all libraries and lists in this site.

View Reports

L . c . H N View reports on documents, pages .
View All Site Unit Directory: Results and sk,
Caentent Site Settings N

R Manage site settings on this site, |J|-|
Lists

. . . Manage Content and Structure
Unit Type : Expeditionary Units % Rearganize content and structure in
1T MEF this site collection.

http:/fusmcdemoau L.inforeliance. com funits fmarforcom fimef
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Creating Page for Press Release

Home Welcome Gessner Ctr Kathy - @
&§f TESTSITE
Home  WNews - gllpibSe-a Fecruiting = Training & Education = Career = Marine Services = In the Community - Site Actions <~
S

Home > Units > TESTSITE > Pages > Create Page
Create Page

Page Title and Description Title:

page. ITraining Press Release I

2c. Enter Page Title

URL Mame:

Pages..-'|TrainingPressRelease \BSpX

Page Layout

2d. Select Press Releases Layout r

‘ (Generic) Generic Layout with a single column.
(Generic) Generic Layout with Two Columns
(NENS Stor\;j NENS Stor\; mth Photos

[0
IPras.r, Releaoeﬂ Pras.r, Relea.,e., Lavout
Redirect Page) Redirect Page
(Welcome Page) Unit Home Layout

This is the Press Re

2e. Click Create

> [CheckSpeIIing]I Create ]][ Cancel ]

—
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UNCLASSIFIED

Entering MetaData for Press Release

Il T W W W . ..l
3. Enter MetaData S mARINES

THE FEW. THE PROUD.

Home | Mews ~ | Units = | Recruiting ~ | Training & Education ~ | Career ~ | Marine Services = | In the Community ~

Version: Checked Out  Status: Only you can see and modify this page.  Publication Start Date: Immediately
Page = | Workflow = | Tools * | [ fg Checkn toShareDraft | €] Submit for Approval | g3 Publish

@ Remember to checkin so other people can see your changes. (Do not show this message again)

You are here: Home >

?:El::e;;\lt‘ s MetaData (click to show/hide metadata)
I Test Site

Mission S la] -
News

Units

TITLE
3a. Title is Page Title by default. Type new title to change [Traiing Fress Release
X StoryDate
3b. Enter Story Date [oessoronr 8
Dateline

\New Training for Content Management Sy5|

3c. Enter Dateline

1 Unit

T POC
> |

3e Enter POC |Kath\-r Gessner, Trainer

POCAddress

93590 Fairfax Blvd

3f. Enter POC Address Fairfax, VA 22030

POCPhoneNumber

3g. Enter POC Phone Numbe 999-99-5999

Page Content

__4 Edit Content

3h. To Enter Page Content, click “Click here to add new content P cickrre to 2 new ot
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UNCLASSIFIED

Entering Content for Press Release

MetaData (click to show/hide metadata)
4. Enter Content
L = &
TITLE
Training Press Release
StoryDate
04/13/2007 i
Dateling
Mew Training for Content Management Sys,
Unit
Training Information Management System v
POC
Kathy Gessner, Trainer
POCAddress
9990 Fairfax Blvd
Fairfax, VA 22030
POCPhoneNumber
999-99-9999
> 1] B9 o@D @ AE BT @
iSelect T [ Styles~ T~ A~ Al- B I U A{Z]
Current Selection : None
fkdalid;flkaj df:lajd;Ifkj a;difk) a;lkifa; kif lakidf ;laksjd f;lajdfl;ks jdf;ldif ;ladjsf ;lajof;lskdj fl;sakid f;ls] df;lsajdf |;aksdif
I;aksif; laks jdf;Iskdif a;lskdjf ;laskdjf ;laskdif |;aksjd fl;ajsdfl;kajsdfl; jasdl;fkjasd; fkjad;fkja; sldfj a;lsdkfjal;kdfj a;sldu
fao;durol iawu er[acjfm;lzsjd f;lakwherj poaiweur(ajdsfmlzs,djf ;lkes jfh;kajhsd f;k a'lkf a'lsdkfjaowieur [oqwuer 'oalmy,jv
n;lasjg'l
jkdaljd;flkaj df;lajd;ifkj a;difk] a;lkjfa;Ikjf ;lakjdf ;laksjd f;lajdfl;ks jdf;|djf ;ladjsf ;lajdf;Iskd] fl;sakjd f;lsj df;lsajdf |;aksdjf
I;aksjf;laks jdf;Iskdjf a;lskdjf ;laskdjf ;laskdjf |;aksjd fl;ajsdfl;kajsdfl; jasdl;fkjasd;ifkjad; fkja;sldfj a;lsdkfjal;kdfj a;sldu
fao;duro iawu er{aojfm;lzsjd f;lakwherj poaiweur[ajdsfmizs,djf ;lkes jth;kajhsd f;k a'lkf a'lsdkfjaowieur [ogwuer 'oalmv,jv
n;lasjg'l

ﬂ
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Selecting Categories and Tags for Press
Release

— T T T T T P IIIl
5a. Click “click to show/hide metadata” |—{-==p{———]

Mew Training for Content Management Sys,

Training Information Management System v
POC

Kathy Gessner, Trainer

9990 Fairfax Blvd
Fairfax, VA 22030

999-93-9959

<=,

] T @
A&

Biocg @D @
iSelect T Styles T T~ | A- Al- | B
Current Selection : None

~ ]

]
1

fkdalid;flkaj df:lajd;Ifkj a;difk) a;lkifa; kif lakidf ;laksjd f;lajdfl;ks jdf;ldif ;ladjsf ;lajof;lskdj fl;sakid f;ls] df;lsajdf |;aksdif

skdif a;lskdjf ;laskdif ;laskdif [;aksjd fl;ajsdfl;kajsdfl; jasdl;fkjasd; ifkjad; fkja; sldfj a;Isdkfjal; kdfj a;sldu

NOTE: Click to Show/Hide Meta Data if o ptl (0] 1T
d O n Ot d iS play. The n CI iCk M eta Data Ta b ajd; k] a;dlifkj a;lkjfa;lkjf ;lakjdf ;laksid f;lajdfl;ks jdf;ldif ;ladjsf ;lajdf;lskd] fl;sakjd f;ls] df;|sajdf |;aksdif

skdjf a;lskdjf ;laskdif ;laskdjf |;aksjd fl;ajsdfl;kajsdfl; jasdl;fkjasd; fijad;ifkja;sldfj a;lsdkfjal;kdfj a;sldu
er{aojfm;lzsjd f;lakwherj poaiweur[ajdsfmizs,djf ;lkes jfh;kajhsd f;k a'lkf a'lsdkfjaowieur [ogwuer 'oalmv,jv

Heading to enter the MetaData.
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UNCLASSIFIED
Selecting Categories and Tags for Press

Release

l = T W " " "an
5b. Check Content Categories MetaData (click to show/hide metadata)

Categories and Tags Story Promotion Publishing Dates

IMPORTANT NOTE: We are currently

experiencing a technical issue with the

Artill .
U artillery Content Category field you see to your left.
[ aviation
D Base or Station

Career n the meantime, please categorize this story
In th t | t this st
] Ceremonies/Events by using BOTH the checkboxes to your left

and then entering in those same values in

[ combat this text box in a comma separated list.
[l combat Support Thank you for your cooperation.
[J Commandant of the Marine Corps
[] community Relations Content Category
[ oeployment Career, Marine Corps Wide

[ Enviernmental

il Expediticnary

[ Family

D Histarical Content
[ 1cint COperations
Marine Corps Wide
il Cperational

il Operation Enduring Freedom

[F Operation Iragi Freedom

[ rersonal erofile

[ Policy

[ recreation

D Recruting 5c. Enter Tags and Content

i Saftey

gSergeant Major of the Marine Corps Catego’y Sepa rated by a
Dlechnology comma. These are metadata
|:|Trair|ing

Clveterares tags that will be searchable and
associated with this document
and increase the searchability
of the document.
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UNCLASSIFIED
Entering Story Promotion Information for

Press Release

Sto ry P ro m oti O n iS u Sed by MetaData (click to show/hide metadata)
th e Ap prove r to d ete rm i n e Categories and Tags Story Promotion Publishing Dates

0 t f t Eopleqitaisaony IMPORTANT NOTE: We are currently
) experiencing a technical issue with the
pOSI IO n O S O ry Ol artillery Content Category field you see to your left.
[ aviation
D Base or Station
[¥] career In the meantime, please categorize this story

by using BOTH the checkboxes to your left

and then entering in those same values in
[]combat this text box in a comma separated list.
] combat Support Thank you for your cooperation.

[J ceremonies/Events

[J commandant of the Marine Corps

[] community Relations Content Category

[ peployment Career, Marine Corps Wide
DEnviornmEntaI -

DE)CDEditiDI‘IEI"V 2%
I Family frogs
[ Historical Content

[Jcint Operations

Marine Corps Wide

DOperationaI

Doperation Enduring Freedom

[Joperation Iragi Freedam

[rersanal profile

|:|F’0Iic:\-r

DRecreation

DRecruiting

DSaftev

NOTE: Story Promotional determines I:‘Sergeant Major of the Marine Corps
H 1 DSports
where the story will display throughout =R

the site. What you see on this screen [ reining
will vary with your permission level. Hvererans

—
UNCLASSIFIED 12



UNCLASSIFIED

Entering Publishing Dates for Press Release

3 W = =T =W " ®Ean
Ga_ Click Publishing Dates MetaData (click to show/hide metadata)

Categories and Tags Story Promotion Publishing Dates

SonieniCateoary, IMPORTANT NOTE: We are currently
. experiencing a technical issue with the
U artilery Content Category field you see to your left.
[ aviation
[J ease or Station
Career In the meantime, please categorize this story

by using BOTH the checkboxes to your left

Ci ies/Event: L s
[ Ceremonies/Events and then entering in those same values in

[ combat this text box in a comma separated list.
[ combat Support Thank you for your cooperation.
[l commandant of the Marine Corps

[] Community Relations Content Category

[ oeployment Career, Marine Corps Wide

[ Enviornmental
[F Expeditionary
O Family frogs
[ Historical Content

[ 10int Operations

Marine Corps Wide

[ Operational

[J operation Enduring Freedom

O Operation Iragi Freedom

[ rersanal Profile

O Policy

[ recreation

[ recruiting

O Saftey

O Sergeant Major of the Marine Corps

D Sports

DTechnologv

DTraining

D\-‘eterans

—
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Entering Publishing Dates for Press Release

6b. Enter Start and End Dates

MetaData (click to show/hide metadata)

Cateqories and Tags Story Promotion Publishing Dates

> Scheduling Start Date
(=) Immediately

) On the following date:

| E
P | Scheduling End Date
(&) Immediately
) On the following date:
| E:

—
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Checking in Press Release Draft for Review

J NOTE: There are two ways to Check |
: In a page. Either the button at the top
7. Click Check In @¥manl of the page or from the page menu

e Services T | In the Community ™

Home | Mews ™  Units * | Recruiting ~ ining & Educatio

Version: Checked Out  Status: Only you can see and mo: his page.  Publication Start Date: Immediately

Chedk In...
Discard Check Out

to show/hide metadata)

Page Settings and Schedule
Delete Page

04/13/2007 i)

Mew Training for Content Management Sys|

Training Infermation Management System ~

POCAddress

9990 Fairfax Blvd
Fairfax, VA 22030

989-93-9939

NOTE: This allows others to view your
content before you publish it. P

jkdaljd;flkaj df;lajd:fkj a;difkg a;lkifa;lkjf ;lakjdf ;laksid f;lajdfl;ks jdf;1djif ;ladjsf ;lajdf;Iskd; fI;sakjd f;lsj df;lsajdf |;aksdjf
|:aksif;laks jdfilskdif a;lskdif ;laskdif ;laskdif I*aksid fl;ajsdfl;kajsdfl; jasdl;fkjasd;Ifkjad;Ifkia;sldfi a;lsdkfjal;kdf] a;sldu
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Submitting Press Release for Approval

il
8 Cllck Submit for Approval NOTE: There are two ways to

e Submit for Approval. Either the

Home = Mews ™ | Units = | Recruiting ™ | Training & Education = | Career ¥ | Marine Services ~ | In the Community ~

— button at the top of the page or

Version: Checked Out  Status: Only you can see and modj
F’EDE'I Workflow-~8 Tools ~ gff In to Share Draft | %] Submit for Approvalll | @) Pubiish f th W kfl
5 1
© e[ bk —— rom the VvVOorkriow menu
S5l submit for Anoroval,
You
[y} ||
Vie
Congtd al Eta (click to show/hide metadata)
I Ted | 4
Mi 5
i | & Lo (=]
New
unif} (& Starta Workflow. ..

Press Releases TIMLE

Photos Training Press Release
Links
paC StoryDate

04/13/2007 |

New Training for Content Management Sys|

Training Information Management System v
POC

Kathy Gessner, Trainer

POCAddress

9950 Fairfax Blvd
Fairfax, VA 22030

NOTE: This will now be submitted for approval

Page Content

__4 Edit Content

JkdaIJd flkaj df;lajd;Ifkj a;dIfkj a;lkjfa;kif ;lakjdf ;laksjd f;| Ia_]dﬂ ks jdf;ldjf ;ladjsf ;lajdf;lskd] fl; sak]d f;lsj df; Isa]df\ aksdjf
f:laks jdf;Iskdif a;lskdif ; [ ;laskdjf I; ; jasdl:fkjasd:Ifkjad: fkja;sldf] |
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Submitting Press Release for Approval

Home = Units = Marine Forces Korea = Pages > TrainingTestPage = Workflows = Start Workflow

Start "Parallel Workflow": TrainingTestPage

Request Approval

To request approval for this document, type the names of the people who need to approve iton the Anneauwa 5 line, Each person will be assigned a
task to approve your document. You will receive an e-mail when the request is sent and once ever hed their tasks.

[ B\J Approvers... ] |r-1c Korea Agnmver| |

r Assign a single task to each group entered (Do not expand groups)

Type a message to incdude with your request;

9a. Enter Message to include

<

9b. Enter Due Date

with approval request

Due Date

Tasks are due by:

If a due date is spedified and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

9c. Enter Other People to Notify

Notify Others 4

gdcc..

To notify other people about this workflow starting without assigning tasks, type names on the CCline.

Note: This locks the

9d. Click Start

content, and starts the
approval workflow.
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